Job description

Part Time Academic Support Officer - Up
to 18.75 hours per week
(18.75 hours, which can be spread across three or more days between
Monday to Friday, with consideration given to the needs of the business and
the successful candidate’s work/life balance preferences)

Context
INTO University Partnerships is an independent organisation committed to expanding higher
education and career opportunities for students across the globe.
We believe in the power of education to transform lives. We believe that movement of
students leads to movement of ideas, which in turn creates better and more successful
societies.
We connect students seeking quality international education with leading universities
worldwide aspiring to widen their global reach and impact. Achieving the best learning
experience and career prospects for students is central to our mission.
Since our inception in 2005, INTO has pioneered innovation in international education and
created ground breaking partnerships with 30 universities in the US and UK. We have so far
helped more than 130,000 students from 190 countries realise their dream of achieving a
degree from a world-class university. We also equip students to get a head start in building a
career. We do this by offering exceptional academic and employability skills programmes.
We are active in over 120 countries and provide unrivalled personalised service to
international students with more than 1,500 experienced staff worldwide and a global network
of 2,000 recruitment partners.

Reporting line
The Academic Support Officer reports to the Academic Support Manager.

Job dimensions
Key member of the Academic Support Team. Giving administrative support to key stakeholders internally across
the organisation and, on occasion, external stakeholders.

Key accountabilities and duties
•
•
•
•
•
•
•
•
•
•

•
•
•

Be responsible for the delivery of effective academic administration support;
Support the functions and processes associated with the delivery, monitoring and assessment of
academic programmes to the required quality standards;
Attend and take minutes at appropriate academic programme meetings;
Effective maintenance of student records, including attendance, progression and grades;
Assist with the development and implementation of assessment/examination schedules plus the
invigilation process;
Effectively liaise with staff in relation to the co-ordination and management of academic timetables and
the availability of teaching space;
Work with the Academic Programme Managers to ensure that exam assessments are processed and
awards are administered appropriately;
Contribute to the monitoring and review of pastoral and academic support for all the students;
Assist with providing timely and accurate management information as required by the Academic
Support Manager to provide to the Centre Director and INTO Manchester Board;
Liaise with INTO Staff, agents, University Partners and other stakeholders on a wide range of
academic support matters;
Contribute to the development of a collaborative working environment to maintain and enhance the quality
of the student learning experience and the working conditions of Centre staff;
Your job title does not define or limit your duties and you may be required to carry out other work within your
abilities from time to time at our request;
We reserve the right to introduce changes in line with technological developments which may impact upon
your job duties or methods of working.

Location
INTO Manchester, Bridgewater House, 58-60 Whitworth Street, Manchester. M1 6LT

Salary
Band C - £23,450.00 - £30,484.00pa Pro Rata

Safeguarding
As part of our Safeguarding procedures, applicants are asked to note that:
•
•
•
•
•

references will be followed up;
all gaps in CVs must be explained satisfactorily;
proof of identity and (where applicable) qualifications will be required;
reference requests will ask specifically whether there is any reason that they should not be engaged in
situations where they have responsibility for, or substantial access to, persons under 18;
appropriate suitability checks will be required prior to confirmation of appointment.

This role meets the requirements in respect of exempted questions under the Rehabilitation of
Offenders Act 1974. All applicants who are offered employment will be subject to a Disclosure and
Barring Serviced check before the appointment is confirmed. This will include details of cautions,
reprimands or final warnings as well as convictions.
See next page for person specification…
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Person specification
Essential
Legal status

Academic
qualifications

Desirable

 Appropriate DBS will be required
prior to confirmation of
appointment;
 Right to work and live in the UK.
 Educated to degree standard or
equivalent.
 Excellent command of written

and spoken English
Experience and
achievements

Skills

Expertise
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 Demonstrable experience of
administration within a fastpaced changing environment.
 Proven ability to communicate
with, and build and manage
relationships with peers, senior
managers, academic
stakeholders, parents and
students from a range of
linguistic, ethnic and cultural
backgrounds, and ensure that the
message is understood.
 Demonstrable experience of setting
own objectives which are specific,
measureable and achievable.
 Excellent command of written
and spoken English.
 Good IT skills with a familiarity
of Microsoft Office, particularly
in Excel.
 Ability to collate and analyse data.
 Consistently displays a
positive approach to the
working environment.
 Ability to work to own initiative.
 Demonstrates commitment to
ethical professional practice.
 Strong administrative skills.
 Able and committed to working
as part of a team.
 Excellent attention to detail.
 Flexibility and willingness to
undertake and learn new
tasks.
 Good analytical and
decision making skills.
 Excellent time management.
 Ability to prioritise, meet
deadlines and work under
pressure.
 Committed and responsible for

 Knowledge/understanding
of University or an
education environment.
 Understanding of working
in international education
and/or working with
international students.
 Use of Salesforce database.
 Ability to assist with the
implementation of systems
and processes that are
effective and efficient.

promoting and safeguarding the
welfare of children and young
adults.
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